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§1225.22 When must
records be rescheduled?

scheduled

Agencies must submit an SF 115, Re-
quest for Records Disposition Author-
ity, to NARA in the following situa-
tions:

(a) If an interagency reorganization
reassigns functions to an existing de-
partment or agency, the gaining orga-
nization must submit an SF 115 to
NARA within one year of the reorga-
nization. Schedules approved for one
department or independent agency do
not apply to records of other depart-
ments or agencies.

(b) If a new department or agency as-
sumes functions from an existing one,
the new agency must schedule records
documenting the acquired functions
and all other records not covered by
the GRS within two years.

(c) If an agency needs to deviate from
retention periods in the GRS.

(d) If an agency needs to change re-
tention periods for records previously
appraised as temporary by NARA.

(e) If an agency needs to change the
approved disposition of records from
permanent to temporary or vice versa.

(f) If an agency needs to modify the
description of records because the in-
formational content of the records and/
or the function documented by the
records changes.

(g) If an agency decides to change the
scope of the records schedule items to
include a greater or lesser aggregation
of records (see §1225.12(c)), unless
§1225.24 applies.

(h) Agencies must submit a new
schedule to NARA for electronic
versions of ©previously scheduled
records if:

(1) The content and function of the
records have changed significantly
(e.g., the electronic records contain in-
formation that is substantially dif-
ferent from the information included
in the hard copy series or are used for
different purposes).

(2) The previously approved schedule
explicitly excludes electronic records.

(3) The electronic records consist of
program records maintained on an
agency Web site.

(4) The electronic records consist of
temporary program records maintained
in a format other than scanned image

36 CFR Ch. XII (7-1-10 Edition)

AND the previously approved schedule
is not media neutral.

§1225.24 When can an agency apply
previously approved schedules to
electronic records?

If the conditions specified in
§1225.22(h) do not apply, the following
conditions apply:

(a) Permanent records.

(1) The agency may apply a pre-
viously approved schedule for hard
copy records to electronic versions of
the permanent records when the elec-
tronic records system replaces a single
series of hard copy permanent records
or the electronic records consist of in-
formation drawn from multiple pre-
viously scheduled permanent series.
Agencies must notify the National Ar-
chives and Records Administration,
Modern Records Programs (NWM), 8601
Adelphi Road, College Park, MD 20740-
6001, phone number 301-837-1738, in
writing of series of records that have
been previously scheduled as perma-
nent in hard copy form, including spe-
cial media records as described in 36
CFR 1235.52 of this subchapter. An
agency should send the notification to
the NARA unit that processes its
schedules. The notification must be
submitted within 90 days of when the
electronic recordkeeping system be-
comes operational and must contain
the:

(i) Name of agency;

(ii) Name of the electronic system;

(iii) Organizational unit(s) or agency
program that records support;

(iv) Current disposition authority
reference; and

(v) Format of the records (e.g., data-
base, scanned images, digital photo-
graphs, etc.).

(2) If the electronic records include
information drawn from both tem-
porary and permanent hard copy series,
an agency either may apply a pre-
viously approved permanent disposi-
tion authority, after submitting the
notification required by paragraph
(a)(1) of this section or may submit a
new schedule if the agency believes the
electronic records do not warrant per-
manent retention.

(b) Temporary still pictures, sound re-
cordings, motion picture film, and video
recordings. The agency must apply the
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